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GENERAL ACCOUNTS. 



1. The account boots in use at a station are the Aceountt 
Station Account Book, Ticket Book, Freight For- """'■"*'" 
warded Book and Caah Book. 

2. (a.) In the Station Account Book is recorded ' 
the business transacted at the station each day. ' 

(fc.) It is ruled into columns, each having a head- 
ing which explains itself. 

(c.) At tlie close ol' the day's business, tlie Station ' 
Account Book must be written up, and in the fol- 
lowing manner : 

(d, ) First, enter in tlie proper columns, on the i 
aame line, the date of the day's business and num- 
ber of the statement ; then (keeping on the same 
line) write in " Balance from last Statement," 
entering the amount of the balance in the total debit 
or total credit column, aa the case may be. 

(e.) Thenimmediately below, nndertne appropriate j 
■ headings, enter all way-bills received, whether free ■ 
01" with charges " prepaid at other stations," or with , 
charges to he collected at the station. Way-bills I 
dated in previous months and those dated in the cur- ; 
rent month, are to be entered separately and sepa- 
rate footings made of the cUarges. [These footings 
are also to be entered separately on Daily Statement 
of Account (A.l). See paragraph (b.), rule 12, page 12.] 
Eater next all way-bills forwarded on which appear 
any " charges prepaid," " charges to prepay beyond," 
and "advance charges paid," and free way-bills to 
stations without agents. Tht' above entries are to 
be made in the order proscribed for Daily Freight 
Report (F, 33), in instructions under head of 
"Freight Accounts." [See rule 7, page 39, and 
rule 21. page 49.] 
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(/. ) "The excess-baggage tickets issued should then 
be entered. The date, number, destination and 1 
amount prepaid on each being shown. The amounts. J 
of these tickets must be debited in accounts on date-f 
of istiue. Excesa-haggage reports will be made s 
directed in instructions under liead of " Tickeir J 
Accounts." [See rule 1, page 71.] 

{g.) This comprises all the business to be entered ] 
in detail. 

(h.) The account must now he ruled, and theJ 
columns which have been entered, added, and the<| 
footings brought down. 

(i.) Then on the debit side, in the footings ctf't 
their respective columns, enter the total ticket salesil 
as per " Ticket Report," and the total of all miscel- 
laneous receipts collected, as per Cash Book, and ott'l 
the credit side the total of remittance to Treasurer. 

(j.) Any errors that may have been made audi 
discovered in previous reports should then be added! 
to or deducted from the footings of the colum 
which the errors occurred, and the final footings | 
^iniirer- brought dowu. Corrections of errors in previous I 
^ourron ^^^ current months' way-bills are to be added to Or J 
deducted from their respective footings. If the cor-J 
rection in previous m'onths' bills is a deduction, aodJ 
there are no previous months' charges to deduct' 
from, it can be deducted from the footing of thecttr-^S 
rent month's charges. 

{k.) The final footings of the debit aide should^ 
then be added acl'oss into the total debit column; 
this will give the total amount of business done duis 1 
ing the day chargeable to the station. 

(/.) Adding this amount to "balance from last^l 
statement " gives the total debit of the station foi X 
which the agent must account. 

(m.) On the credit side the total of " ad vane* I 
charges paid " and remittance to the Treasurer, ^ 
added across into the total credit column, will givej 
tlie total amount for the day with which the station 1 
is credited. 



in.) Tlie difference, if any, between the total of the ', 

debit side and the total of the credit side, will he the ■ 
"balance to next statement," which, added to the 
smaller amount, will equal or balance the other aide. 

(o.) When the total credit is less ihau the total ' 
debit the difference will be a debit " balance to next 
statement," which, being added to the total credit, 
will equal the total debit. 

(p.) When the total nf " advance charges paid," * 
or the amount of the remittance, or the sum of both, 
ia larger than the total of the debit side, the differ- 
ence will be a credit " balance to next statement," 
which, added to the debit side, must balance the 
credit aide. 

((/.) When the balance is against the station, or in ' 
other words, a debit " balance to next statement," * 
the uncollected expense hills actually on hand at the 
time of closing the accounts, with the cash on Jiand 
as per Cash Book, must make the balance. [See par. 
(m.) same rule,] 

(r.) It sometimes occurs that an agent has uncol- ' 
lected expense bills on hand, and at the same time, " 
by over-remitting or advancing, carries credit bal- 
ances in Cash Boole and " to next statement " in 
Station Account Book and on " Daily Statement of 
Account;" or it may be that the "balance to next 
statement" will be a debit balance, less than the 
amount of uncollected expense bills. In order to 
ascertain if the "balance to next statement" is 
correct in such eases, give the amount of uncollected 
bills in proper place; and in the place of "Cash on 
Hand" write "Cash Credit/'and show the amount 
I of the credit cash balance. The difference between 
I the two must equal the " balance to next state- 
ment." 

(«.) When the cash on hand and uncollected bills, c 
of which the balance is comprised, are in excess of i. 
the amounts usually i-arried, agents must note in h 
Station Account Book and on Daily Statement of u 



Account tlie reasons therefor. If at an^'f 
are any company, P. I. Co. or S. I>. Co. expense bills 
in tlie iincoliectfd, a separate notation of tlie total 
amount of each must also be made on the statement, 

(t.) The "Miscellaneous" column on the credit' J 
side is- to be used only at junction stations, where 
" business is done with connecting or foreign roads, 
to take credit for amount due from other roads aa. 
per Statement of Settlement, and at stations doing* 
a through or Eastern business, to take credit for i 
charges collected by foreign roads to " prepay tOf| 
destination," such charges being way-billed aii4.J 
debited in station accounts as " freight charges tofl 
collect." In no other cases must this column be ] 
use'd. 1 

(u.) A Balance Blotter is furnished in which to i 
keep a record of the uncollected expense bills ooto- 
prised in the balance each day. It must be written.' i 
up daily at the close of the day's business, the num- 
ber aud amount of each expense bill being shown. 
[See para. (5.) and (r.) same rule.] 

{1;,) A blank book, ruled so as to show the date, ' 
number, destination, rate and amount of each ticket, 
can b& used for the purpose of detailing the 
baggage tickets issued. Excess-baggage reports 1 
and entries into the regular station accounts can be.1 
made from this book. [See par, (/.) same rule.] 

3. (o.) Tissue Station Account Books, in which 
are to be taken impressions of the Daily Freight , 
Keport, Daily Ticket Report, Daily Statement of Set- 
tlement, Daily Statement of Account, and other state- 
ments connected with them, may be used atstationa. | 
having way-bi!l presses in place of the regular books, 

(6.) The reports are to be copied in the order 
detailed for the regular Station Account Book. [See 
rule 2, page 5.] 

4. The Ticket Book is to be written up daily as 
directed in instructions under head of "Ticket 
Accounts." [See pars. («.) and (6.), rule 4, page 66-] 



5. (a.) The Freight Forwarded Book is the agent's 

I record of way-bills forwarded rfrom the station, and 

I must be written up as directed in rules under heud 

of " Freight Accounts." [See rules 13 to 20, pages 

\ 42 to 49.] 

(t.) Tissue impression books, in which are to be 
lopied the originals of all way-bills forwarded can 
)C used by agents having way-bill presses in place 
I of the regular books. [See rule 18, page 48.] 
I (c.) Way-bills on which appear " prepaid charges," 
I or " advance charges paid," must be reported in 
I Btation Account Book, as per par, («.), rule 2, page 5. 

, (o.) In the Cash Book are entered each day's c 
I cash collections, from whatever, source received, and 
[ the disbursement or disposition of same. 

(6.) It must be written up from lime to time dur- \ 
ing the day as the money is paid in. 

(c.) Begin by writing in on the debit side the date 
I of the day's buaineMS and the balance "Cash on 
t Hand;" then enter in detail freight collections in 
I order of payment, Hhowing expense bill number, 
I from whom received, date and number of way-bill, 
I where from or to, and amount received. 

(d.) Miscellaneous collections must be entered in ^ 
I red ink, at the time of payment, stating from whom 
Ireeeived, and on what account. 

(e.) When demurrage and storage charges are ' 
[collected, show in addition to amount, the name of 
I consignee or consignor, the date, number of and 
I where way-bill was from or to, on which freight wae 
I received or forwarded. 

(/.) Next enter the total amount of ticket sales. I 

(g.) Lastly enter the total of excess-baggage col- t 
I lections. 

(h.) Thlsj after footing, completes the debit side. 

(i.) On the credit side show the disposition made ^ 
of the money in the following order: 

(j.) Enter first in detail, money refunded on ^ 
account of overcharges, showing to whom paid, 
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expense bill number, date and number of, 
where way-bill waa from on which overcharge waS' ' 
made. 

(k.) " Advance charges paid " must next bej 
entered, showing to whom paid, date, number i 
destination of each way-bill, 

{I.) Then enter remittance to Treasurer, showing's 
in detail the amount of gold, silver, gold notes,. 
currency, checks, cash papers, etc., of which it con<i| 
sists, as per Kemittance Tag to Treasurer. 

(m.) The total of these several amounts will be the ' 
total disbursement for the day, which added to 
"balance cash on hand" must balance the total 
debit. 

(n.) The cash account must be balanced daily, 

7. (a.) In cases where freight is received with J 
, charges to collect, and is afterwards ordered sent to 3 
■ some other station with all charges to be collected at 
destination, the original charges must be entered in | 
the Cash Boole the same as if paid, and then taken 
credit for as " advance charges paid," the date, 
number and destination of way-bill on which for- ] 
warded being shown, 

(6.) If storage or demurrage charges accrue at ifl 
station and are billed, when freight is forwarded to.f 
another station, as "advance charges paid," thel 
agent so billing must debit himself in his Station J 
Account and Cash Books with the amount of such | 
charges. 

! 8. (a.) Money received account of rental and 
on other bills sent to an agent for collection must ' 
not be taken into the station accounts, but must be i 
made a special remittance. 

(6.) But, for a matter of record, such collections J 
must be entered in Cash Book, stating on debit side, 
amount collected, from whom and on what account, J 
and on the credit side, amount remitted and to t 
whom. 
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(c.) In entering sucli a remittance, it must not be J 
mixod with regular remittance, but a separate entry { 
(t( it bIiouM be made. 

(d.) When a special remittance is made to the J 
Treasurer, notice must be sent at the same time to \ 
the General Auditor, stating amount of such remit- 
tance, from whom and for what received. 

(e.) All iiioiioy received or collected for railroad j 
account, whether for this or foreign f oads, that does 
not go into the regular statTon accounts, must be 
debited in Gash Book, when it comets into the pos- 
session of the agent, and credit taken for same when 
disposKd of, all necessary particulars being shown. 

{/.) All entries that do not belong to the station 
accounts must be put below the regular entries in 
Cash Book. 



9. («,) Miscellaneous .earnings include receipts JurTai'in"™' 
not specially classified. ' ' 

(6.) Storage ami demurrage charges, sale of " old 
horse " and damaged freight, payments for lost 
checks, etc., come under this head. 

(c.) Unless otherwise directed by tiie General ^^' 
Freight Agent, hia instructions in regard to the col- * 
lection of storage and demurrage charges must be 
strictly enforced, and the amounts collected promptly 
debited in Station Accounts. Other " miscellaneous 
receipts " must also be taken into the accounts at 
the time of collection. 

(d.) Muney received for the charter of engines ] 
alone, must be classed as miscellaneous earnings, i 
and so reported in Station Accounts, but receipts ' 
for the charter of engines attached to passenger ' 
cars, or of passenger cars without tlie engine, niu.st 
be entered on the Ticket Report, and included in 
ticket sales on the day received. 

(e.) All miscellaneous receipts must be detailed 
on back of Daily and Monthly Statements of Account 
— the same as in the Cash Book — and entt-n 
total on face of statements. 
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10. Agetita must keep the money which they re- 
ceive or collect for the Company by itself, and not 
mix it with their own, nor with money belonging 
to Wells, Fargo & Co's Express, the Western Union 
Telegraph Co., or any other company that they may i' 
be agents for. The cash inuat be balanced daily. 

11. The reports relating to the General Accounta 

are : , 

Statement of Account (A. 1) — daily. 
Statement of Account (A. 3) — monthly. 
Report of Freight on Hand {A, 5) — monthly.. 
Tonnage Report {A, 15) — monthly. 

From a junction station, where business is done J 
with a connecting or foreign road, a 

Statement of Settlement — daily. 

12. (a.) The Daily Statement of Account (A. 1) ! 
is a summary report of each day's business, and is J 
made up from the Station Account Book. 

(b.) With the exception of "freight charges pay-1 
able at the station " and " freight charges prepaidi'1 
at the station " being put together and all called f 
"freight charges" on the statement, the amounts ] 
that appear on this report must be exactly the same- 1 
as the balances from and to, and the footings of,ths>l 
Station Account Book, on and for the day the state- T 
ment is made. The charges of previous months* 
1 way-bills and those of the current month are to be J 
entered separately. [See par. (e.), rule 2, page 5.] 

(c.) In putting the amounts on the Daily State-^ 
ment, enter first at the top of the right-hand column 
of either the debit or credit side, as the case may-i 
be, the balance from last statement ; then in the 1 
left-hand columns of both debit and credit side ', 
enter the other amounts and foot them into the l 
right-hand columns, adding these footings to the 
balance from last and to next statement, to balance | 
the account. 
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(d.) Freight and advance charges must never, g 

under any circumstances, be combined. I 

(e.) When the balance is larger than usual, the i 

reasons therefor must be noted on " Daily Statement n 
of Account." The total amounts of any Company, I 
P. I. Co. or 8. D. Co. expense bills contained in the J 
balance must also be noted. [See par. («.), rule 2, ^ 
page 7.] 

13. {a.) The Daily Statement of Settlement, re- ] 
quired from junction stations, is to show in detail 
all the business done between this and other roads 
where the charges are not paid on delivery of freight, 
but are settled for through the general offices. 

(b.) A separate statement must he made for each I 
road with whi<;h such business is done. '' 

(c.) On the debit side of the statement must ap- J 
pear all way-bills and charges for freight received 
from the connecting road, and, on the credit side, 
all way-bills and charges for freight delivered to that 
road. 

(d.) Money collected at local stations on this road J 
and way-biiled to a junction station as charges to 
" prepay beyond," must be treated (if not paid in 
cash) as money due the connecting line, and is to 
be entered on the debit side of the Statement of 
Settlement, while money due from the connecting 
line to prepay charges to points on this road, must 
be entered on the credit side. [See par, (k.) same 
rule, also rule 4, page 35.] 

(e.) The difference between the debit and credit } 
sides of the statement will be the balance due from " 
or to the connecting road. 

(/.) When the balance is due to the other road it 
must he entered in the Station Account Book and 
on Daily Statement of Account as a " miscellaneous 
debit " or receipt. 

(g.) When due from the connecting road, it must 
be shown as a " miscelluneoua credit." 
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— "^'^ (^■) Except in cases of freight received fr^iJ 

the connecting road with cliarges and rebilleq 
free or without advance charges, and of charges dug 
a connecting road account of " prepaid beyond " 
the charges on the debit side of the statementf 
should appear in detail on the credit side of th(i 
Station Account Boolt and Daily Freight Report^ 
and in total on Daily Statement of Account as "ad^ 
vance charges paid." 
'" (i) The charges on the credit side must show od.V 

the debit side of the above-mentioned book and T 
reports as " freight charges payable," " advance | 
charges payalile," or "freight charges prepaid" ai^.3 
the station. 

ibujn (^- J Credit for amounts debited on Statement ofS 
ewf^ Settlement, account of charges on freiglit receivo(_ 

from a connecting road and rebilled free or withoot' 1 

advance charges on this road, is to be obtained byf 

remitting the connecting line's expense bills fori 

such charges to the Treasurer as cash. 

ibisin (^^ To obtain credit for the amounts either pai4 

detit- or debited on the statement as due the connecting- 

'oni'^ road account of "prepaid beyond/' remit as cash tol 

the Treasurer, receipts, or expense bills covering/] 

the same. [See par. (d.) same rule, also rule 4, • 

page 35.] 

(/.) All the entries on this statement must pass I 
through the Cash Book in regular form. 



14. (a.) TbeMontbly Statement of Account (A. 3 
is a condensed report of the month's work at i 

station. 

(h.) It shows the footings of each day's business aa'jl 
entered in the Station Account Book and on the J 
Daily Statements of Account during the month. 

(c.) The "balance to next statement" must be 
the same as tliat of the last Daily Statement of 
Account in the month. 
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((J.) One o{ the principal objects of this report is ' 
til prove the correcttiess of the Daily Statements of « 
Aoeoant. and it should he made up in time to cor- 
rect on the iast Daily Statement any urrora that may 
have been made during the month. 

(e.) The correctness of the balance should be tested > 
by the addition of the footings of the columns on the 
dflbit side (except total debit) and the " balance from 
last statement," the sum being equal to the footing 
of total debit column. On the credit side, the aura 
of the footings of the "advance charges paid" and 
cash remittance columns should be equal to the foot- 
ing of the total credit column. Adding the " balance 
to next statement" to the latter should give the 
footing of the total debit column. The footings 
must be derived from actual addition of the entries 
in the coIuninB. 



15. {a.) The Monthly Report of Freight on Hand ; 
A. 5) is a detailed statement of all the expense bills ' 
on hand on the last day of the month, whether with 
charges prepaid or uncollected. 

(6.) Tlie footing of the report must agree with 
amount of uncollected bills, as shown on last Daily 
Statement of Account for the month. 

(c.) There must also he shown on the report 
(below the footing) ail " over '" and "unclaimed" 
freight, whether appearing on -the books of the 
station or not. 

(d.) Instructions showing how the report should 
be made will be found on the blank, and particular 
care must be taken to follow them, 

(e.) The report is to be made in duplicate, the 
original to be forwarded to, the General Freight 
Office and the duplicate to the General Auditor's 
Office. 

(/■) Agents having way-bill presses can send 
duplicates on tissue impression paper. 
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16. (n.) The Tonnage Report (A. 15) is a moiithlyJ 
showing of the amount of freight received at anoi 
forwanleil from a station, 'as per way-bills dated in, 
the montli, and by whom handled. 

(h.) Way-bills dated in one must not be reported 
in another mouth. 

(c) Company coal and other Company freigbtij 
loaded by shipper and unloaded by coal-men or par-f 
ties to whose care it ia consigned, must be Reported'! 
as handled by shipper or consignee, as the case mays 
be. 

(rf.) A record must be kept of the number of 6 
tion-men used at a station, and the number of hott 
feach is occupied in loading and unloading freighn 
not shipped by or consigned to the Track Depart-J 
ment, the same to be shown in its proper place ( 
the report. 

(e.) The headings of and instructions on the blanlc 
and Tonnage Blotter will explain how the report i 
to be made up. 

, 17. Full copies of all monthly reports must be 
kept. The Montlily Statement of Account and! 
Report of Freight on Hand should be copied iti 
Station Account Book, the Tonnage Report 
Freight Forwarded Book, and the Monthly Ticket 
and Excess-Baggage Reports in Ticket Book, Fw 
this purpose one or two pages should be reserved in 
each of the hooks at the end of the month's buai* 
ness. Agents having way-bill presses can take! 
impression copies. 

, 18. (a.) The reports must be forwarded to thai 
General Office, as follows: 

(6.) Daily Statement of Account and Daily State-J 
ment of Settlement at the very first opportunity 
offered either by passenger train, boat, messengei^ 
or otherwise, after the close of the day's busineas. 
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(c.) Monthly Statemont of Account and Monthly 

Report of Freight on Hand, on tlie first day of the 

nonth after the one for which thu reports are made. 

(d.) Monthly Tonnage Report from stations doing 

I local business only, on or before the 15th, and 

1 from stations doing both local and through or East- 

I ern business, on or before the 20th of the month, 

I after the one for which the report is made, 

(e.) Except when delivered in persfm, or hy a 
nessenger of the agent or Railroad Company, all 
' reports and roraittanecs are to be forwarded through 
Wells, Fargo & Company's Express, 

(/.) If for any reason any of the above-named ^^'^ 

I statements or reports or remittances are delayed, A<f 

' agents will at once notify the General Auditor of onC 

the cause of the delay. 

Notice must also be sent to the Treasurer's Office 
when a remittance is delayed. [Par. (c), rule 12, 
page 82.] 



19. (a.) Agents must remit daily all cash on 
hand, with the exception of about twenty dollars, 
which may be held for change. 

(6.) There must be no deviation from (his ru! 
without the permission of the General Auditor, 
except when necessary to hold money to pay vouch- 
ers, authorized by proper persons, or to pay advance 
charges on freight to be forwarded. 

When money is held to pay vouchers, agents 

must note on back of Daily Statement of Account 

the name of payee, number and amount of each 

, voucher, or time voucher, and the name of the 

I person authorizing the payment of same. 

When held to pay advance charges, state the 
■mount to be paid, to whom and for what. 

(c.) If money should be held for other reasons 
than those named above, agents must note in full, 
I OQ Daily Statement of Account, the purposes for 
which held. 
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(d.) When an agent has a large amount of tnoitS 
on hand he will forward the same to Treasurei| 
ahead of his reports, stating on Remittance Tagi 
"On Daily Statement of Account," giving numba 
and date. If there ia an additional amount to remij 
when the reports are made up, take credit for hot! 
amounts on Daily Statement of Account, hut ma] 
separate entries of same in space immediately beloij 
words, " Cash Remittance," entering the total oppoi 
site those words. 
f (e.) As a matter of safety, if for no other ] 
all remittances should, when possible, he sent Eihei 
of Daily Statements. This would in matv 
instances avoid the necessity of carrying mon^ 
over-night, and possibly prevent a loss by fire i 
robbery. 

(/.) Agents will he held responsible for and mtiafl 
make good any money lust by fire or robbery, th^ 
loss of which would have been prevented had ; 
been remitted ahead of Daily Statements. 



™™i} 20. (a.) The Daily Statement of Account 
wTmg which credit is taken for a remittance must heaj 
nil the same number and date as the Remittance Tiftj 

sent to the Treasurer's Office, 
euid C*-) "^^^ amount of remittance taken credit toi 
.J, on Daily Statement of Account and in Statiajl 
«• Account Book must agree exactly (to the cent) witS 
footing of the Remittance Tag to the Treaauren 
[ See par. (A.), rule 11, page 81.] 
on (c.) Sometimes it happens that an agent remits i: 

'" error a larger amount than he takes credit for < 
his Daily Statement, the Remittance Tag agreein 
with money forwarded but not with statement 
This error may be adjusted on a later date 
taking credit on statement of account for the amoui^ 
" of the error in excess of the amount shown on remitj^ 
tance tag of the same date, the tag agreeing, as befon 
with the actual amount of the remittance forwardedvll 
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((f) If an ageat remit* a less amount than he J 
takes credit for on statement (the tag agreeing with 
remittance), he should forward the difference to 
Treasurer with a tag dated and numbered the sarop 
as the statement on whi5h tlie error occurred. 

(e.) The above instructions do not apply to a 
I difference between remittance and Remittance Tag, 
[■when the latter agrees with amount taken credit for 
t on Statement of Account, 

(J.) The receipt or expense bill for money refunded J 
tr paid out a.ccount of "prepaid beyond," must be j 
' remitted as cash, and credit taken therefor in the [ 
I station accounts aa a cash remittance, and not as a 
' miseellaneoua credit." 
ig.) Under no circumBtancea is an expense bill j 
[ for charges on freigVit short to be remitted as cash. \ 
I But, when an entire consignment checks short and > 
!S not come to hand within sixty (60) days, 
agents will send the expense bill to the General 
Freight Agent, or to such officer aa he may desig- 
nate, with a request that a voucher be made reliev- 
ing the accounts of tbe charges. 

The charges on such expense bills are to be 
carried in the balance as uncollected until the 
voucher is received. 



21, Agents must take from the parties by whom j 
I sent or to whom delivered, receipts for all remit- 
I tauces sent or delivered by them to the Treasurer, 
F or to others connected with this Company, or to 
[ agents of foreign roads, whether forwarded through 
I Wells, Fargo & Go's Express, by agents, or Railroad 
I Company's messengers, or delivered in person, and 
[, file them where they can be readily referred to. 

2. (a.) All daily reports must be consecutively 
numbered from "one"upwards, to continue through- 
' out the year, 

(6.) A report must be made for every day in the ^^Jl 
year, Sundays excepted. # 



BttSiuihe (*-) Ail busineas trauuacted on Sunday mQSl 
' lay.''"' included in the businesa of the next day (Mond 
obiiM- (d-) When there is no business, send repai 
""^ numbered and dated, and showing balances frt 

laat and to next statenienf. 
he (e.) When the last day of the month falls 

iionsB, Sunday, the month will be considered as baviij 
closed the day previous (Saturday). 

I 23. {a.) AH communications and reports fr^ 
agents must bear station name, date and aignatoi 
(b.) All correspondence and circ\ilars from, ' 
General Office must receive prompt attention sv 
be neatly filed for future reference, keeping thqj 
from each department by tiiemselves. 

(c.) Letters of advice from the Treasurer's 
authorizing the remitting of drafts, expense bills a 

■ other cash papers, must not be filed with othfl 
correspondence, but are to be put in some secti: 
place where they can be readily referred to. 
there is a safe at the station they can be kept| 
thai. 

24. {a.) Notices of error relating to errors mtn 
on the Daily Statements of Account refer only 4 
mistakes to be corrected on the statements 
have nothing whatever to do with Freight ot Ticti 
Reports. 

(b.) Noticea of error must be promptly attend 
to and returned with the statement on which < 
rection is made. 

(c.) In making a correction, always add Ha i 
deduct from the column, or kind of charges, ■; 
which the error occurred. 

(d.) Errors in balance must always be added to .a 
dmlueted from some subsequent balance. 

(c.) Errors can be added at any time, hut i 
always deducted. 

(/.) If the amount of error to be deducted "li 
larger than the charges from which it is to be takfii 
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p AjTTBctioii muat not be made until the charges 

3 sufficiently large to enable the deduction to-be 
fide. 

J.) Credit must never be taken for an error that 
fco^ld be deducted from a debit. 

u(h.) In making any correetion, whether ordered' uHnglio^' 
^m General Office or not, ail the particulars relat- onsutems 

I to it must be noted in Station Account Book 

Ion Daily Statement of Account. 

i^. (a.) Before forwarding reports, indorse prop- ^p^^' 

_ f add, balance and compare them with Station 
^Cdunt Book and Freight and Ticket Reports to 
J that they agree in number, date and other 
leential particulars. 

^(6.) It is essential that agents make figures on '^'^,'^;'' 
■porta carefully, especially after an erasure or uoci tiling 
pange. Care should be exercised in taking im- '™'"™^'"' 
^GBsions ; a too free use of water or too great pres- 
ire sometimes renders the original writing illeg- 

l(c.) Agents should not neglect to sign reports, signotura, 
nerks will attach their initials when signing for 
gents. 

I 26, {a.) Agents will rule their Station Account ^.™^ 
nd Cash Books every day, be neat and systematic 

, keeping their accounts, and have them always 
eady for inspection. 
(b.) The offices, waiting-rooms, warebouaes and ai^"?™ 
Burrouudings must be kept clean and in good prenjiseB, 
fder. Cleanliness in and about the premises will 

i accepted as an indication of a desire, on the part 

[ the agent, to do his duty and remain with the 

tompany. 

|27. (a.) When vouchers are sent to an agent for uo^ruu^ 
■Lament they must always be remitted in same retumH. 
nnditiou as received. 
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(b.) In BO instance must papers be detached i 

voiicliers unless specially authorined, 

(c.) Vouchers must be signed by the parties i 
whose favor they are made. 

(d.) Vouchers not paid in thirty days must be r^ 
turned to the General Auditor. 



be ih^ed In ] 
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j 28. (a.) An Agent when giving receipts ot e _ 
ing reports of any kind must not use the initial c 
his last name, but will sign it in full. 

(6.) Agents should require those from whom thfl( 

' take receipts to sign their last names in full. 

(c.) Rubber stamps must not be used for receipfai ] 
or reports of any kind, except in a case where a 
clerk is authorized to sign for an agent. In auch.1 
case the clerk can use a robber stamp and write his J 
own name under that of the agent. 

29. (a.) Conductors at times are obliged to takol 
the baggage of passengers as security for their farejl 

(h.) Whenever such baggage is turned over to s 
agent, he will immediately debit himself with the-1 
amount due in Station Account Book and on Dailyi 
Statement of Account, under the head of miscel^j 
laneous, and on the back of statement give name c_ 
conductor, name of passenger, number of cheo]^ 
where from and amount due. 

{c.) An expense bill must bo made for the amouoti 
and carried in balance as uncollected until paid. 

30. (a.) When an expense bill is remitted as cash-;, 
the party receiving the freight must certify acrOBg 
its face that the freight has been received. 

(b.) AVhen the expense bill is for Company freigllfc^ 
the party receiving it will not only certify that th^^l 
freight has been received, but must also state tOi 
what purpose it is to be used. 
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31. (o.) Particular attention is called to the ] 
necessity of practicing the greatest economy in the • 
use of books, blanks and other stationery. 

(6.) They shonld be used for the purpose intended, 
and for nothing else. 

32, (tt.) Requisitions (or stationery ol' all kinds ; 
must be made on Stationery Clerk. 

(6.) A three months' supply of the kind of sta- 
tionery required should be ordered. 

(c.) When ordering expense bills, the commencing ■ 
and closing numbers of those on hand should be 
stated on requisition. 
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33. (a.) Agents, in locking their safes, must Sck'^^ 
always turn off the combination so that in unlock- 
ing it all of the numbers or letters will be brought 
into play. To lock a safe so that only one number 

I - or letter is used to unlock it, injures the lock, and is 
peremptorily forbidden. 

(6.) Combinations are only to be changed by per- ^| 
mission of the General Auditor, who must be 
immediately advised, under seal, of the numbers or 
p letters of the new combination. 

34. In the event of fire, robbery, or any unusual iJ^theevM 
occurrence that would in any way affect the a«.'oi>beq 
accounts, or cause a loss of the Company's property 

or funds, agents will at once notify the General 
Auditor and their respective Division Superintend- 
ents, both by telegraph and letter, giving full 
particulars 

35. All reports relating to the aceounts of the m?¥^m 
Motive Power and Machinery Department miist be 
promptly furnished in accordance with the instruc- 

■ tions from that department and those on blanks. 
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''(ft.) An Expense Bill and Receipt must be made 
■ for each consignment on every way-bill received, 
Iwhsther with charges collect, prepaid or billed free, 
Iftnd the number of Expense Bill noted on way-bill 
lopposite consignment. Every item of each con- 
Ifiignment must be detailed on both Expense Bill 
Land Receipt. The total of the charges, whether 
■consisting of one or more amounts, must be brought 
l^own opposite the word " total " on both Expense 
Bill and Receipt. 

(i.) Receipts must be signed by consignee, or 
■his authorized agent, on delivery of freight ; con- 
leigDee's agent should present written authority to sign 
■for consignee, which must be filed where it can be 
■easily referred to. At the time the Receipt is signed, |'''pp'"« ^ 
land before the freight is delivered, agent should of1^in"toi 
I take up from consignee Shipping Receipt or Bill of i^^^"^Jin 
I Lading, or if he ia unable to produce it, require 
Lfrom him a Itond releasing the Coiupany from all 
Inability on account of his failure to do so, as 
Idirected in the instructions of the General Freight 
I Agent. 

(j.) When charges are prepaid at a station, a reg- 
lular Expense Bill must be made and the stub filled 
I out, and shipper's receipt taken for Expense Bill on 
(face of stub in the following form : 

Received prepaid Expense Bill amounting to 

..dolhtrn and .cents. 

„ ConsiynoT. 

(k,) Under no circumstances will anv of the Com- ag"ui»uotp8c- 
f pany 3 station agents or tlieir assistants be allowed fur oonrignew 
Ito.sign Receipts for consignees or consignors. '"^™" *'"'"" 

(I.) All Expense Bills must bear station name and Eipenw Biu tfr.. j 
I date, and in no case should an Expense Bill be i 
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^^«^*2jJ^ signed before charges are collected. Charges are to 
^jgyof be collected on delivery of freight. No credit must 
No credit giren. be given, unlcss authorized from Treasurer's office. 

Tn^Se*"^ (m.) If necessary to furnish more than one 
Expense Buis. Expcnsc Bill for the samc consignment, Duplicates 

and Triplicates will be supplied for that purpose by 

Stationery Clerk on requisition. 

Permission of /\a , a i i ' •• ^ ^i. 

Gen.Frt^gt.to (n.) Agcuts must obtaiu permission from the 
fore^MBd^ dS- General Freight Agent before issuing duplicate or 
S^E^i?.B^. triplicate Expense Bills. 

J^mpfy.*** (^0 ^ failure to comply with the instructions of 

this rule (38) will be considered sufficient cause for 
dismissal from the Company's service. 
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Freioht Accounts. 



FREIGHT ACCOUNTS. 



FREIGHT RECKIVED. 

W.J-billB ina>[ 

1. Way-bills must always be delivered by con- ^,oa^^.^^g^ 
tductoFB to agent3 with the freight. 

Agents will note thereon at once the train, hour Eiaminii 
i-and date received, examine billing carefully, and ofw 
I see that it is correct in every particular — weights, 
I rates, extensions and footings. Correct in red ink 
1 any errors found; after which, enter the way-bill 
I footings ill Station Account BooTc. 

Make no erasure on the way-bill, but make correc- ^' 
rtioti in such manner as to leave the original legible •"'""■ 
B it stood in error. 
Agents receiving goods will he held responsible for the f™^^^ ^J 
j correctness of way-bills. Attention is particularly titefgrcorreou 
) called to this, as all undercharges will be charged to "X" "''" 
L their personal accounts, whether the charges are 
I billed prepaid or not. 

The fact that a notice from the Freight Account- S""-'.-— 
I ing OflSce, calling attention to errors in any partic- a™- — 
rnlar billing, had not been received, will not be "^ 
considered a sufficient excuse in case such errors are ^"" 
' not corrected, as it is expected that agents will so 
inform themselves as to be able to act independently 
of such advice. 

Agents in making expense bills must always give MokingBi 
name of their station and date, and fill in all details """"^ 
» as per form furnished. 

2. Whenever a way-bill is found on examination '• 
erroneous in any respect, and has been corrected as ■ 
above, a correction must be made out on blank F. 9 
and sent to the agent making the way-bill, and a 

1 blank F. 12 sent with Daily Freight Report 
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) on which the way-bill is reported 
way-bills on reiichiiig destination bear uotaticn 
showing performance of incidental service en routi 
correction blanks must also be sent, even thoagfij 
this incidental service be covered by a way-bill frora 
an intermediate station; in such ease give refereatii 
to the way-bill from that intermediate station 
These blanks (F. 9 and F. 12) must bear same daT 
&a the Daily Freight Report (F. 33) on which th 
way-bill is reported. 

In sending notices of corrections on way-bills tfafl 
reason for the correction must be given in eveti 
case; and where a special rate is used, the date ana 
number of the order and the authority must'invari|t 
bly be given. Where corrections are 
"short freight" received billed with charges, or fod 
freight where weight and charges are included id 
another way-bill, reference must be given to tJs 
way-bill on which first entered; and when 
account of incidental services en route^ a transcrigij 
of the indorsement on the way-bill should be givend 

Agents must keep memoranda of bluuks (F. 
sent out, and their return with acceptance of correoS 
tion, that there may be no failure to advise agenq 
making the way-bills. Should a blank (F. 9) not ha 
returned within a reasonable time, the agent makiR^ 
it will send a copy, with request for immediate attei 
tion. If a question arises between agents as t6 i 
correction, refer the matter at once to the Freight 
. Accounting Office for settlement. 

3. Should an error be discovered after way-bill 
has been reported on Daily Freight Report (P. , "' 
a Supplementary Correction Sheet (F. 13) mast 1 
used to notify the Freight Accounting Office, ageajia 
being particular to make out the same as per fori/ 
of blank, and to send blank F, 9 to agent who madg 
the way-bill. Where the error results in an OTOlq 
charge, and until money has been refunded, tftj 
correction innst not be made. This blank (F, 13) mm 
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' Bame number and date as Uio Daily Freight 
iKeport (F. 33) on which the correction is added or 
deducted. 

Whenever money is refunded on account of such 
■^correction, a receipt (F. 77) for the same must be 
^ent in with blank F, 13; or if charges have not 
[been collected, make proper explanation. 

No correction can be made reducing charges after 
ne have been collected without origmal expense bill 
being reqvired of consignee, and the amount and date 
bf "refund" indorsed tlicreon by the agent. A 
freceipt (F, 77) must also be taken, which is to be 
raeiit to the Freight Accounting Office, as per preced- 
png paragraph. 

Care must be taken to see that the money is paid {ij,"^"*]^', °|^ J" 
bo the person to whom 'it belongs, or bis duly author- nghttui awnw, 
hjied representative. In the latter case the name of 
iBuch representative must be written out in full op 
Rhe receipt, following the name of the person on 
whose account the refund is made. 

When way-bills are received bearing notation that 

noney has 'been or will be sent to apply, the agent 

will, if money has not come to hand, collect full 

mount of charges aa way-billed, and refund the 

noney when it reaches him. If the money lias 

Ibeen received, he will collect the difference between 

[the total charges and the amount sent him to apply, 

Receipt the expense liill for full amount of cliarges, 

and take consignee's receipt for the amount applied. 

In every case the receipt must show the money as 

laving been refunded, and these receipts must be sent 

) the Freight Accounting Office. 



. Advances (or back charges) must not 
Eehanged without an order from forwarding agent or 
piom the Freight Accounting Office. 

Prepaid charges, except as hereinafter stated, 
nust not be changed. If the amount of prepaid 
charges is less than the correct amount, add the 
difference lo the way-bill as Freight Charges Co\\e,*L^., 
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In the case of way-bills showing " Obarges P« 
paifl Beyond," agent at destination on receipt of 
such way-bill and freight, if freight is to be for- 
warded via a connecting line or Forw'arder, will 
settle with such connecting line or Forwanler for the 
amount shown on way-bill as " Prepaid Boyond," 
taking receipt therefor, which, after being indorsed 
in red ink, "Remitted account of charges prepaid 
beyond," should be remitted to the Treasurer as 
cash. 

Agonts at junction points when making settle- 
ment with connecting roads for money billed as 
" Prepaid Beyond " will, instead of actually paying 
over the money to those connecting roads, charge 
themselves with it on Daily Statement of Settle- 
ment. The shortage in their cash thus occasioned;! 
should be adjusted by remitting Expense Bill 
" Prepaid Beyond," as above. 

In lieu of Receipt (F. 77), which should acooj 
pany the Expense Bill if cash had been actua 
paid out, it will be sufficient to indorse on the 
pense Bill, " Money included in S. of 8., 
.188 ." 



, If destination of shipment is same as that of waji 
' bill, then the agent at such destination sliould 
the amount of "Prepaid Beyond" charges to i 
signee, provided he produces proper evidence ■ 
he is the party entitled to receive the surplus uionesj 
In <fa8es where consignor and consignee are idea 
tical, then the surrender of Prepaid Bill of Ljadiik 
or Shipping Receipt covering the shipment will 
considered proper and sufficient evidence that cOn 
aignee is entitled to receive the surplus. When 
consignor and consignee are not identical, writtS 
authority from consignor should he obtained, 
addition to the surrender of the Prepaid Bill L 
Lading or Shipping Receipt; otherwise the sm^ri 
should not be refunded. 
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I In ail caxes where the surplus is refanded, Re- 
fceipts (F. 77) should he taken, and, after being 
endorsed, " Remitted account of Charges Prepaid 
wyond," be remitted to the Treasurer as Cash ; 
tlso, note sueh refund on the Bill of Lading or 
Bfaipping Receipt covering the shipment. 

Agents will nnderstund from the foregoing that it 

ft their duty to notify consignees of any such sur- 

blua, that it mav bp refunded to th« parties entitled 

>U. 

In respect to "Through Business" destined to 

S'erminal Station to whicdi way-billed, the prepaid 

'oQoney in excess of pjoper charges on the shipment 

Be subject to the same restrictions as to the refunding. 

Exceptions to this rule may he made in the case 

hi shipments to Immigrants, or others, where the 

Vithholding of the surplus until evidence of their 

Bitle to the money could be procured would work a 

Tiardship; but such cases must first and immedi- 

Jktely be referred to the Freight Accounting Office 

por consideration. 

If a shipment is billed to one of our rebilling 
nuts, for rebilling, agent at such point may remit 
he expense hill covering such rebilling (which rebil- 
Uing should be prepaid) as cash, after having indorsed 
pn such expense bill the way-bill number and date 
of the rebilling and the notation in red ink, " Remit- 
Ited account of charges prepaid beyond." 

Should there be an undercharge in the Freight 
Charges on such billing, agent at destination will 
ffeduce the amount of " Charges Prepaid Beyond," 
knd increase the amount of " Local Charges Pre- 
paid" by such amount as is necessary to make the 
* Local Prepaid Charges " correspond with the 
mount of Freight Charges. 

In ease of overcharge in the Freight Charges on 
fauch billing, agent at destination of way-bill will 
■educe the amount of "Local Prepaid Charges," and 
^tiorease the " Charges Prepaid Beyond " by such 



lunoiint aa ia aeceasary to make the " Local Prepai 
Charges" correapoad with the amount of Freight 
Chargea- 

Iii either of the caaea mentioned the corrected 
l-ainount of " Charges Prepaid Beyond" is the sum 
I which should be paid to connecting line or For- 
warder. 

The total amount of prepaid money (Local and 
Beyond) must not be altered in making the fore- 
going corrections. Agent who made the billing, if 
he accepts the corrections in the Freight Charges, 
will also accept the corresponding corrections in 
the "Local Prepaid" and "Prepaid Beyond" 
charges, providing the total of the two sums re- 
mains unaltered. 

In the case of through way-bills, on receipt of 
way-bill at destination the agent there will debit 
himself with the "Charges to Collect," and take 
credit for the "prepaid" amount. In the event 
of the freight being destined to a point beyond 
his station on a connecting line, he will pay to 
the connecting line the total amount "prepaid," 
and collect; from them the "line charges" and 
" advances," ov pay the connecting line the differ- 
ence between the "prepaid" and the "collect" 
charges, as may best suit their system of billing; the 
idea being to show, at the final destination, the 1 
amount "prepaid" at the original shipping-point. j 
For the purpose of carrying out this plan of treating! 
"prepaids," they are at no point between originat-J 
ing station and final destination to be eonsidereda 
in any manner related to any other charges which! 
may appear against the same consignnient. 

5. Agents making way-bills void, pr changing d 
tination, must send proper correction sheets the sam^:! 
as for any otlier correction. (See rule 8, page 39.) 

6. In examining way-bills make the extensionBj 
exact (taking the half cent), but no correction neee 
be made for less than five (6) cents. 



Through way-bills (to and from stations un for- 
eign roads) will be figured to the exact extension, 
but no correction need be made for less than five 
(5) cents. 

Errors in addition must be corrected to the exact 
cent. 



7. All way-bills must be entered in Station [ 
Account Book, whether Free or not, the same day as ^ 
received, unless otherwise directed from the Freig^ht 
Accounting Office, after being checked with the 
freight, where practicable, so as to detect any differ- 
ences there may be in weight, contents of packages, 
etc., in alphabetical order: stations commencing with 
" A " being entered first, those with " B " next, and 
so ou. 

Daily Freight Reports are to be copies of entries j 
in Station Account Book, and no entry should 
appear on report that is not shown in the Account 
Book, (See rule 21, page 49.) 

In entering the way-bills on Daily Freight J 
Report or Station Account Book put the date of J 
the day's business on the right-hand margin of 
each way-bill in such a manner that it can be 
readily seen in turning over the Jeaves of the 
Way-bill Book. This will be a great convenience 
in referring from one to the other. 

Supplementary corrections should be written 
the Station Account Book, giving full reference to ' 
way-bills or Daily Freight Reports corrected thereby, 
adding to or deducting from footings of columns in 
book, the same as on Daily Freight Report. 

S. Agents must not receive or enter in their ] 
accounts, unless by special order, any way-bills not Jp,^m^ 
actually billed to their stations, except destination ■ 
has been changed by competent authority; in which 
case, send proper correction sheets, the same as for 
other corrections. {See rule 5, page 38.) 
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9. Whenever an agent receives any goods fof- 
warded from a station ur place wliere there is no 
agent, accompanied by a shipping bill (F. 30), or a 
conductor's report of freight without way-bill^ 
(F. 51), he must make a way-hitl, enter it into hu| 
account, and send a duplicate to the Freighfl 
Accounting Office, putting the blank on file foS 
future reference. [It is always the duty of th J 
conductor to hand in with sucli freight a blan^| 
F. 30 or F. 51 properly filled out.] The numberio^l 
t of'such way-bills must be separate and distinct fro^B 
all others, and in this wise: The first one made oud 
in the year should be numbered "M, 1," the secondfl 
" M. 2," and so on consecutively to the end of th^| 
year, irrespective of station from which received. ^| 

, 10. When freight is billed in error to a station,1 
in rebilling same to proper destination it should beM 
billed with charges, and such rebilling should show I 
in Consignor column the number and date of the ■ 
way-bill on which the freight was received. If there I 
are advances (hack charges) following the property J 
they should be stated separately in the Advance J 
column of your rebilling, with notation on way-bill^ 
showing that of the amount of advances on yoarB 
rebilling so much is for the advances appearing M 
on the billing on which the freight reached yon, ■ 
and so much is for the amount of Freight Charges H 
on said billing. (The Freight Charges on the fl 
billing to your station must, of course, he rebilled as H 
advances Jrovi your station to proper destination.) H 
The agent at the proper destination of the ship- H 
ment will, upon receipt of this rebilling, notify the H 
original shipping station to send a way-liill for the H 
property, tmt meanwhile will not deliver the prop- ■ 
erty except upon payment of the total amount of H 
charges appearing upon the way-bill which accom- ^| 
panied the freight. Upon receipt of new billing ^| 
from the original shipping station, agent at destina- ^| 
tion will advise the Freight Accounting Office, and ^| 



ask for instructions as to dispoaitioo of the billing 
wliich accompanied the property. 
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11. When goods are received in excess of waj>bill 

they must not at once be added to it by correction 
sheets; but having been reported " over," a way-bill 
must be sont from shipping station, or an order 
given to add to the proper way-bill, except where 
consignee shows a receipt given by shipping agent 
covering both the property way-billed and the prop- 
erty found "over;" in which case report it "over," 
and add to way-bill by blanks F. 9 and F. 12, mak- 
ing proper explanation. 

When freight is received upon a way-bill as 
" freight over," and the proper way-bill with weight 
and charges is not at hand, measures must at once 
be taken to get the same from original point of ship- 
ment, and the property must not be delivered until 
such way-bill is received, unless consignee shows a 
receipt given by shipping agent for it, and will 
guarantee to pay charges when bill is presented. 
Such property must be reported "over" when first 
received, and disposition given after way-bill is 
received. 
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12. Way-bill boards (F. 57) are furnished for filing pfgperu 
way-bills received, and are to be used in this wise: '"^'-^'^ 
Where the total nuinbcr of way-bills received in one 
month does not exceed two hundred and fifty, paste 
them all.on one board, in same order as received, by 
days, the pasting not to be done until the way-bills 
are entirely finished — having been examined, 
I checked, ready to enter in Daily Freight Report or 
Station Account Book and Tonnage Blotter, etc. 
Where the number received is greater than above 
named, agents may make separate books of consecu- 
tive day's way-bills, keeping them all of a uniform 
size, not exceeding three books for one month's busi- 



In pasting" the way-bills, first lay out as many as 
will make one sheet the size of the way-bill board 
(no larger), after lapping the upper edge of the 
second one upon the lower edge of the first, and so 
on; then with mucilage dampen the back of the 
upper edge and lap it upon the face of the lower 
edge of the way-bill above. If the writing on the 
way-bill above comes so near to the bottom that the 
next way-bill cannot be lapped upon it, lay the edges 
together and paste a strip of paper underneath them. 
Use but little gum — it will dry quicker, and will not 
draw the paper so much in drying. When the way- 
bills are all dry in sheets, as above described, paste 
the sheets into the Way-bill Book by dampening the 
back of the left-hand margin and laying it upon the 
board, laying the next sheet upon that, and so on. 
After books have become three months old, the way- 
bill board can be taken o0 and used again for a new 
book. 
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FREIGHT FORWARDED. 

13. Make your way-bills strictly in accordance 
with blank forms, giving consignor's name, or way- 
bill upon which the freight reached you if you rebiU 
it, and consignee's address in full, with all marks on 
the shipping order or property, never putting two 
items on one line, and skipping one line between 
each consignment. 

When freight is loaded by shipper (whether car- 
load or less than carload lots) state that fact on 
way-bill; also make mention of anything unusual or 
peculiar attending shipments, as to their condition, 
manner of loading or determining their weight, etc. 
If "balance of lot" is not shipped with the bulk of 
the shipment give the reason therefor, and give 
information as to all like matters, so that the 
receivers of the way-bills will be, to a cerfain extent, 
as conversant with the conditions of the shipment 
as the maker. 
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Bliould parties having less than a carload to ship ' 
make demand for the use of an entire oar, to tlie ' 
exclusion of any other freight which the Company 
might wish to load, be particular to take shipper's 
written demand, on the shipping order if practicable, 
for Buuh exclusive use of car — taking caro to first 
inform him that the Company will charge for entire 
ear accordingly — which demand you will file, and 
iiote on the way-bill, "Shipper demanded use of 
entire car: demand on file," for guidance of agent 
at destination and all concerned. Charges in such • 
cases will be collected for full carload, despite possi- 
ble protests by consignees; should the latter, how- 
ever, claim that injustice is being done on account 
of misunderstanding on part of shippers, state that 
you will refer the matter to the Freight Accounting 
Office for consideration, but the property shoulil not 
he delivered until the charges for full carload, as 
per way-bill, are paid, unless so instructed by com- 
petent authority. 

Shippers who generally make carload sbipmeiits, J 
when they request that cars be set in on their sid- ' 
inga to be loaded by them, should be informed that 
such request is equivalent to a demand for the 
exclusive use of car, aa above, and will subject what- 
ever they may load therein to charges for not less 
than a carload, as it is required that they shall 
bring less than carload shipments to the depots, in 
order that they may be loaded to the beat advautage 
of the Company. 

Give separate weight of each particular kind of * 
article, so far as can be ascertained, and be particu- i 
lar to see that freight going at different, rates is not 
mixed on way-bill; and in the case of carload ship- 
ments give the number of packages of each descrip- 
tion of article contained in the car. As 

100 bx Peaches,) 20,000 lbs. Not 

190 hx Pears, i 1 C. L. Green Fruit. 

And so on with carload of wines, brandies, etc. 



\ 



Take reeeipia for all nwney advanced on ahtpfttento 1 

and keep same on file; aho, state under each shipment on 
takich advances have been made the Kcrvice for which 
those advanccn were made; in cases of rebilling, when 
the advances represent simply the amount oC charges 
on original bilHngj this need not be stated. 

Agents having scales must know that the weight 
as billed is correct. Where weight cannot be taken 
it must bo stated on way-bill as estimated. 

Weiglits will be stated at the nearest five (5) lbs. 
Example: 502 lbs. will be stated as 500 Iba.; whereas 
503 lbs. wiU be stated as 505 lbs. 

When a consignment is billed at the minimum 
charge of twenty-five cents, or any other established 
minimum, note in rate column " Min," and when 
the freight is billed at an estimated weight, give the 
actual weight upon the way-bill, entering the esti- 
mated weight in the weight column, extension being 
made at proper rate. 

In every case where the rate used is different from 
the tariff rate, give the number and date of the order 
and the authority for such special rate; and where 
the rate is issued to some particular party, his name 
must also appear upon the way-bill. 

Make exact extensions as per Rule 6. 

The number of the car in which freight goes for- 
ward should invariably be entered on original and 
duplicate way-bills. Where this is impracticable 
because the freight is to be loaded in way-car after 
arrival of train, the blank F. 149 left by conductor j 
should be sent to the Freight Accounting Office after I 
the car numbers given thereon have been noted oi} | 
the station copy of the way-bill. 

Should it be necessary, for any reason, for aa,l 
agent to change the car number on his way-hill f 
before car leaves his station, he will make full I 
explanation of the circumstances on both original ] 
and duplicate way-bills, signing his name thereto^ 
for the information of all persons through whose 1 
hands the way-bill and freight may pass. 
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While car is in transit, should any disagreement ^^i^^*^ 
be found existing between the actual number of miiw" 
car and that appearing on the way-bill, the cir- 
cumstances must be reported, at once, to the 
Division Superintendent, or the Freight Account- 
ing OfRce, by telegraph, and under no circum- 
stances must any change be made therein, without 
explicit instructions. The authority .for all such 
changes must be noted on way-bill, with date and 
place where alteration is made. Agent at desti- 
nation, receiving a way-bill showing any such alter- 
ation, must nao particular care to see that the 
freight which he delivers is that actually called 
for by the way-bill ; in case of doubt, no delivery 
must bej3iade until the matter has had thorough 
investigation. 

Freight charges on consigoments from different ft^t^jVi 
consignors to the same consignee must not be 
figured together. Two or more consignors may 
make up a carload shipment to one consignee at 
carload rate, bat only one shipping order must be 
accepted, or one receipt given, however, and the 
freight must go forward as though all belonging to 
one party. 

The term "merchandise" must not be used to ^i*^']J 
describe freight. Agents should refuse to accept oiunam 
consignments unless actual contents of packages "' "*" 
are given. 

When determining what stations are provided offlci«ilj 
with freight agents, the "OfiScial List" issued from 
the General Office must be used. 

14- When freight is prepaid, he careful to bill it Frepnial 
correctly, writing the word " Prepaid " over the 
amount plainly, to prevent mistakes. The amount 
billed should always be the amount collected. All 
prepaid through freight will he waybilled with 
charges to collect at destination, but the amount of 
prepaid collection should be shown in prepaid 
column, and billing agent will debit himself with 
that amount. 
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tn addition to fnnnshing shipper with a receiptoft 
expense liill for tli» charges prepaid, a shipping ' 
recoipt (F. 81} itniHt also be issued to him, on which i 
Hhiiuld be indorsed " Ppd. Exp. Bill" issued. (Do j 
not Htato thereon the amount of prepaid.) 

Tn the case of shipments on which the chargei 
are prepaid to a point beyond the destination of 1 
way-bill, tlie amount required to pay the charges 
up to dent illation of way-bill, should be entered in 
the column headed " Local Prepaid Charges," and 
the amount in excess of this sum should be shown 
in the column headed " Charges Prepaid Beyond." 

tn forwarding goods to stations without agents J 
(not free freight), the way-bill must read prepaid, 
iind Ihe iiiiiount will be charged to the agent mak- 
ing thf way-bill. No way-bill to a station as above | 
may bo mado reading " weight and charges to 
follow." 

When advances (or back charges paid out) are 
omitted from ihe way-bill, agents will at once 
li'li'jirnph lo destiiiutiou, and onler the same added. 
Itnt ihe iimouni must not bo entered in Station 
Aocouul^, nor eredit taken until advice is received , 
thftt advances can 1«> collected. 

In billing freight, where the weigh! and chargee ] 
have gone forward, reference must invariably be ^ 
givt'n to the way-lnll on which the property is I 
uit-imnli-d for. Also, in billing freight thai bas , 
gone f»>r'K'«rd with weight and charges to follow, 
n'lVrttniH? must always be given to the way-bill db 
which the properly went forwar<i. 

Ifv. When livestock is oflfered for shipment, I 
Hgi'iits must explain to shipper the nature of a sto^ 
contract, ami the dit!VT*iice in rate made therehjr, 
alU>«-i)\g him t*» chvH^se at which rate he will ship, 
lu billine the «tock. note on way-bill "I'hipped mid«r 
ei^ttirael. * or "Conlraet t*fu*e*l," av ihe t-a5« mny I 
l>e. A$»ut$ signing c\u»trael giving a rate aol ^ 
ct\rr«c4 will, if the same nc>ntt» in a loe« tot 
t\uo/*iu:tr. W liabl* ftv the diflewncr. 
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■ *M. In shipmeut of goods thiit are nnted in clussi- '. 
fiotttion as at "ovmcr's rink," the smne rule in regard 
to releases must h« observed as is given for contraets 
in shipraoiita of iivcstook, except way-bill must 
read "Released," or "Kelease refused." If sliip- 
ment is Tnade under a season rolcaae, note on 

1 way-bill, "season release," and give .the date. 

I thereof. 

The form of shipping receipt and order (F. 81) { 
now in use contains a release clause ; this is snifi- 
eient in the case of freiglit which is not covered by 
Through Transcontinental Tariffs, 

Through, eaatbound shipnienls must he covered 
by a special release (F. 19 or F. 29) — {copy of whicli 
is to be sent to the Freight Accounting Office)-whii;h 
must he sent to the station where the freight is to he 
rebilled {unless covered by a Season Release, exe- 
cuted in duplicate), attach (pin) the release to the 
original way-bill and make indorsement upon the 
face of way-bill, directly under the item, showing that 
the release is so transmitted; any loss to which the 
Company may be subjected, by reason of non-com- 
pliance with these instructions, will be charged to 
the personal account of the agent at fault. 



17. In hilling goods where the charges are guar- ' 
anteed instead of prepaid, note ou way-bill "Guar- 
anteed" where the guarantee is signed for the single 
shipment ; and where a season guarantee is used, 
make notation on way-bill ' ' Season guarantee," and 
give the date thereof. Attention is called to the 
execution of guarantees. The signature of shipper 
alone is not sufficient ; it must also be signed by 
other responsible parties. In the case of shipments 
to Eastern Points, the duplicate guarantee must be 
sent to the Terminal Agent who is to rebill the 
freight, this latter will note on the duplicate refer- 
ence to hia through billing, and then send it to the 
Freight Accounting Office. 
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Ifl. Duplioates of all way-bills forwarded from 1 
flttitioii imiBt be sent to the Freight Accounting 
Office on the day they are made out. 

Agents having copying-presses will make presi 
copitia on tiH9UP sheets furnished for that purpose^! 
in consecut.ivLt order of way-bill numbers, keeping | 
way-bills of each date on separate sheets; when I 
phic'iiiK the bills on the tissue to take impressions, j 
loa.ve tlireo inches blank space between the top o' 
tilt! ujniLT bill and top of the tissue. This space ii^ 
required for filing ; copies to be made at the samq 
time in tissue Freight Forwarded Book. Presd 
copies must always be made of the original way-bilB 
before it leaves a station. 3 

Ageuti4 having no presses must make copies of aSl 
wttv-bills, in like order, in Freight Forwarded Book, 
and afterwards a written duplicate on proper blank; 
BiK'h written duplicate must be a copy of the 
original way-bill as it leaves the station. 

Agents mtist examine their original H-ay-biUa and 
knoiv ihtt thrji art rorrtet before taking impressions 
or entering in Freight Forwarded Book. Nearly 
all errors eau be detected in this manner, and are 
lliereforc iuexcnsable if permitted to pass. 

19. Agents uiiisl rommenre » new series for all 
wav-bill nnmlxTS at first of each year. 

Xe«-nts uiakinG: on an average no more than one 
hundred way-bills yft month will ci^»niinue the 
iHWWVUlivo ord«r tliPooghout the year. Agents 
making fh>m one hundred ui two hundred and fifty 
way-bills per month will otmiiifnre a^ain at 
numlier one ou first of July. ^ : ■ ■-- - '• - - frcm 
two hundred and fifty lo tivo ' ~ : .t- 

month will Ci^mnienc* aj^nin : r^i 

of April. July amUVtoher; n ^ y.^- 

fi>-» hundred way-hills per n:. , a 

new writ's eaeh m<»ntK. T ]; 

will he numWrfd conseewr.', tbe 

ye«r. <n«km$ a sepatale !»eries \:, «,■.^ r'.i.,,, -triih 
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tplfetaLl instructions which will he issued when necea- 
■'Sary. All ivay-bills made {free or otherwise) must 
^bear a mimber, and agents are partifularly requested 
■to avoid duplicating or skipping numbers. Should 
Ithey discover any irregularify in the numbering of 
Itbeir wiay-billB, they will at once notify the Freight 
AkCConnting Office, to prevent inquiries. 

Agents must make no way-bills except, for freight n» 
i^ither from their stations (as per rule 13, page 42), *i' 
Wr to their stations (as per rule 0, page 40), and no 
Jfreight must be allowed to leave a station without 
la way-bill being made for it. 

20. Enter in Station Account Book, after freight mbBrentrti 
I ^received, in consecutive order of numbers, footings Bouk." 
I of such way-bills as contain items of prepaid 
charges or advances (back charges paid out), 'also 
I free way-bills to stations without agents. None 
f Other than as above should be entered. 



DAILY FREIGHT REPORT. 



21. Daily Freight Reports must he dated the \ 

Bame as the day whose business they cover, *. e., ' 

I" all way-bills received and all prepaid charges 

^• collected or advances paid out on th(i first day of the 

i month must appear on report bearing that date. 

|,(See rule 20.) On this report (F. 33) first enter all 

f way-bills received (see rule 7, page 39), then all way- 

, .bills forwarded (see rule 20). In the case of Local 

I "Way-bills Received which show charges "prepaid" 

or " Prepaid Beyond," report them in uie usual 

manner, except that the prepaid amounts tiliould 

,1 be shown separately iu the column headed, 

" Local Frt. digs. Prepaid at Other Stations," 

being the first column for charges on the blank. 

^Tbe column headed, " Prepaid Beyond From Other 

tions," should not be used. 
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Separate sbowing must be made of the chftil 

OB way-bills dated in current and previous monU 

Bills of previous months should first be ente^ 
and footed, then the bills of current month, whifl 
should also he separately footed. In the reeapT 
ulattoti at bottom of blank this eepariition of f' 
charges should still be maintained. In the 
line of the body of the report, however, the I 
of the several months' charges should be shoi^ 
each total in its appropriate column. 

At the foot of the report enter the supplementf 
correction sheet (F. 13), if any, on proper line, i 
add to or deduct from the footing of the colu 
which is corrected. 

In the case of deductio7i- by F. 13 from previous 
month's business, if there are sufficient previous 
month's charges on the Daily Freight Report, 
deduct from them the amount of the correction. 
If there are no previous month's charges on the 
report, or not sufficient to admit of the deduction 
of the entire amount of the correction, then deduct 
the entire amount from the current month's 
charges. If the correction is an addition to pre- 
vious month's charges, enter it as such, the same 
as if it were a way-bill dated in previous mouth. 

After taking account of S. S. C. (F. 13), add the 
totals of " Freight Charges " column, " Prepaid 
Charges " column and " Prepaid Charges Beyond " 
column together, and put the amount in summary 
" Freight , Charges " at bottom of blank. The 
space in recapitulation for "Prepaid Beyond at This 
Station " need not be filled out. Carry down also 
the items of " advances " (or back charges) to their 
proper places in summary, and any other separate 
items of debit or credit there may be. 

22. Use care to keep "freight charges" 
"advances" (or back charges) entirely separawj 
They must never be put together. All eriora mm 
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I corrected in the columns in which they occur, 
^except in the following eases; 

Shoald it so happen that an agent has not suffi- ] 
pjent " prepaid charges " from which to deduct a i 
C. (F. 13), he may deduct it from " freiglit ' 
urges collect," and should it be necessary to make 
^dedaction from " freight charges " amounting to 
ioore than his debit in "freight charges" for the 
Say, he may retain such way-bills as he has, and 
■need not report those received until he has bills 
llrith sufficient "freight charges "from which to 
^make the deduction ; provided that in every case 
(vhere this is done notice must be given to the 
ITreight Accounting Office of the way-bills held from 
"lay to day. This rule is imperative, and violations 
p{ it win not be allowed. 

Should an agent have orders to make a larger 
Beduction from " advances " (or back charges) than 
pile amount he has in the day's business, he will 
rake the S. 8. C. (F. 13) in due form and add the 
ttmount of the correction to the opposite side of 
advances account ; for instance, if he wishes to 
grsduce his debit, an addition to his credit is the 
ae; or, if he wishes to reduce the credit, adding 
amount to his debit makes it correct. This 
nuat never be done when the usual method is prac- 
ucable, and agents will be particular to make full 
ixplanation of this deviation, both in Station 
i^^ccount Book and on blanks F.'13 and F. 33. 



When an error ie discovered in a Daily ^''iJi'^JI^. 
.t'reight Report, it can only be corrected by use of hog correot S. 
Ifclank F. 13, adding or deducting, as the case may 
l>e, the amount in error to or from a subsequent 
report. Corrected reports will not be accepted, 
nless especially authorized. 

34. Daily Freight Reports will be numbered con- BumiwHngI 
iBtively from No. 1 upwards, commencing January Kepirt».^^ 
bst, and to continue throughout the yeai, "Vie "^■ax- 
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29. ^reiglit taken from a station witbottt au Agmi, 
with a shipping bill (F. 30), or for which blank P. 
51 has linen made out, must be reported on Con- 
ductor's Report of freight takeu without regular way- 
bill {F, 45 B.), iu proper manner, and should the 
freight be destined to a station without an agent, 
the i-oiiductor will charge therefor (charging for 
the entire distance, using passenger-train rates 
when not otherwiae specially instructed, charging at 
the rate of one fare for 1,000 pounds, either actual 
or estimated, minimum charge, 25 cents), and make 
note of same on report, and on blank F, 30 or 
F. 51, remitting money to Treasurer as collection on 
freight. The blank is to be indorsed and sent to the 
Freight Accounting Office when property is left at 
destination. 

30. AH waj'-bills to stations without agents must 
be signed and returned to the Freight Accounting 
Office by conductor delivering the freight, with an 
indorsement showing date of such delivery and con- 
dition of the property. . 

Envelopes specially adapted to the inclosing of 
■ these way-bills may be obtaiaed from Division Su- 
perinten dents. 



INSTRUCTIONS RELATIVE TO U. S. GOVERN- 
MENT TRANSPORTATION. 



1. The rules and regulations governing charges 

aWas on transportation, demurrage, storage, liability as 



[ivar. 



to loss and damage, etc., 
public, will apply on Gove 



i regards the general 
nment shipments also. 



_?Bi be 2. Shipments to be considered as Government 
SpBD^ed^bji freight should invariably be accompanied by Gov- 
ernment Bill of Lading. When not so accompanUd 

they will be treated as private shipments. 
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3. One Bill of Ladiug ia sufficient to covet trans- jJJi'g'Jj^^ 
Iportation between any two points, both of which qutr^, 
situated on either the Atlantic or Pacific 
systems. 

In receiving U. S. Government freight for ^Jlng 
transportation, check it eart-fully against the bill of «'"™e"' 
lading, seeing that the number of packages and 
weight, as given on bill of ladiug, compare with 
actual shipment, noting on bill o£ ladiug miy and 
all instances of " bad order," insecurity of packages, 
etc., and any other notation necessary for yonr own 
protection in case of question, signing your name to 
audi notations in addition to signing the bill of 
lading. 

The " Regulations of the Army " require "that 
" the Quartermaster's Department abali carefully 
" and securely pack, prior to shipment, all Quarter- 
" master's stores which are liable to be tampered 
" with in the hauda of carriers or in store. 

" Each box containing such stores should be 
" sealed with sealing wax, both at top and bottom. 
" Bales will be sealed at places on the seams where 
" the seals will be leaat liable to be rubbed off in 
" transit. These instructions of course not to 
" apply to grain, hay, and such stores as render this 
" action impracticable or unnecessary." 

In view of the above, in receiving Government 
property agents will note the condition of these 
Heals, and where broken, make notation to that 
effect on bill of lading and way-bill. 

5. When freight is received in carload lots, the ^^^^^ 
} bill of lading mnst show by whom loading is done. 

L When loaded by the Government, notation must be 
I made "Loaded by Government; R. R. Company 
I not responsible for quantity," 

6. Government Bills of Lading consist of an 2™'^^*' 
original and duplicate. Both must be presented to wiiion^ 
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Wlutt requests 
for traDsporta- 
tlon will be 
honored. 



Care of Govern- 
ment papers. 



Non-receipt of 
bills of lading. 



Low arising 
nom careless- 
nmatobe 



Particular at- 
tention of agents 
called to fore- 
going rules. 



15. Instructions from the office of the General 
Passenger and Ticket Agent notify agents what 
requests for transportation should be honored. 

Too much care cannot be exercised in recording 
and transmitting Government papers. 

If bills of lading are not received within a few 
days after receipt of freight, confer with the Freight 
Accounting OflBce. 

Errors from carelessness as to signing and accom- 
plishing bills of lading and transportation requests 
and consequent losses resulting therefrom will be 
charged to the party at fault. Agents are therefore 
personally interested in giving proper attention to 
these instructions. 

Particular attention is called to the foregoing 
rules, as changes have been made in the manner of 
doing the business. All interested are expected to 
at once make themselves familiar with them, and 
must be governed thereby in all cases. 
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Ticket Accounts 



■jTuS^i'fcS* ■*■ ("■) ^ regolwr account miiat be kept in tbg 
Ticket Book of all sales of tickets as made, shon-ia; 
the daU, dentLjiation, namber of tickets siold, sad' 
amount received. 
5? (b.) The Ticket Book must be in all particukis 
•- an exact copy of tlie Daily Ticket Reports, and suy 
corrections made on. Daily Reports must mI^o be 
made on the Ticket Book. A copy of the indorae- 
ment (outside) of each Daily Report shouhl be made 
in the Ticket Book after the entry of each day's 
sales. 



5. In reckoning the number of tickets sold, thr 
closing number is not included — for instance, Noe. 
1 to 11 shows 10 sold. 

' 6. The ronnnenr.ing numbers of tickets to all 
■ stations must always be filled out, but the tlostng 
number need not be filled out in reports for those 
stations to which no tickets have been sold. 



7. TicketM must be examined, counted and com- 
pared with invoice as soon as received. Be sure 
that numbers run consecutively and that none are 
miaging. Agents will be held strictly accoiiutable 
for all tickets receipted for. 



' 8. When a new supply of tickets is placed in the 
ticket-case nothing but gross cnrp^easMRsa can occasion 
the wrong numbers to be substituted for the proper 
ones, which should follow consecutively those just 
used. If an agent permit au assistant, or any per- 
son who ia ignorant of the arrangement of the ticket- 
ease, or the mode of selling tickets, to issue them in 
an improper mauner, out of consecutive ordeCu 
tickets so issued will be charged to the . ^ 
account, together with the intervening numbers i 
sold. 



9. Agents will be obliged to pay for any tickets Agmtot* 
loet, misplaced, or stolen, unless it can be clearly c'" "■ 
shown tbat sucb loss was not the result of want of ' 
care on part of agent. 

10. Agents failing to punch and stamp tlie con- ' 
tract, or any coupon of a limited or half ticket, will "tsmpu- 
be charged with such tickets at full unlimited rates. 

11. Deatination of all tickets requiring it must be [ 
shown by punch imprt-ssion, whether the destination punched,- J 
is the last point named on the ticket or coupon, or T 
not. Agents failing to indicate destination will be 
charged with rate to moat distant point named on 
the ticket. 

12. Agents reporting tickets at half rates, but fail- 'o„gi,n ,- 
ing to punch the space for half fare on the ticket, UrHwhenj 
will be required to add the difference between half "" 
and full rates to their Daily Ticket Keports. 

13. In reporting half "local" tickets where the I 
rate does not divide evenly agents will report at the 
nearest ^ne cenis owr the half of the regular fare — 
thus, if the rate is $2.25, half being 1^1.124 ,they will 
not report at this amount, but increase it and make 
the rate $1.15; if the rate is $1.55 the half fare at 
which they are to report will be 80 cents^etc. Agents 
will observe these instructions closely, as they will 
be held accountable for all deviations from the above 
rule, relative to the amount to bo reported for half 
ticket. The minimum half-fare rate will be 10 cents, 
except when rate is specially given from office of 
General Passenger and Ticket Agent. This will not 
apply on the Atlantic System, where the half-fare 
rate is provided for on the local tariff. 

14. In selling tickets, where destination is indi- Tioket»ina 
cated by punch impression, be careful to see that ™ 
the same is correctly punched before delivering the 



m 
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ticket to the passenger. IT mistake ia made ia t 
ticket, or deatiuation is not properly shown, do no* 
ATTEMPT TO (.'ORRECT IT, but issue a iicw ticket, andfl 
send the spoiled one with the Daily Report; entering I 
it on Report as " cancelled." 

15. No special rate will he accepted nnless the J 
written authority for the rate accompanies the Daily f 
Report, on which the same is entered. Agents fai!--] 
ing to furnish such written authority for any depart- ' 
lire from the established rates will be charged full 1 
regular rates on the tickets so issued. 

16. (a.) Agente^will repoTt United States Trails*] 
portation Tickets on Daily Ticket Keports and at] 
local rates, unless othefwise instructed. ' 

(6.) Remit the Government Request to the Treas-J 
urer as cash', noting on a slip of paper, pinned 1 
the Request, the number or numbers of the tickeifl 
issued, the amount for which reported and the date* 
of the Daily Report on which the tickets were entered. '[ 

(c.) The Ticket Report must show the form an^ 
number of the Government Request and the numbei 
of persons for each United States TransportatiooB 
Ticket issued. 

17. "All tickets must be dated with the actual 6 
of sale, by stamping them on the back with datmg^ 
machine. Ticket-dating etamp must be kept in goj^M 
order, and every ticket must bear a clear impressioiv*'! 

18. (a.) When ribbon of your dating-starap doen 
not ink readily, or has been run through, changi^ 
the surfaces, so as to bring the under side abov^J 
When it becomes useless make requisition on SW 
tionery Department for a new one. 

(6.) Whenever stamp ia in need of repair infoSn 
Stationery Clerk without delay. 



(!^ 



19. Agents will change the date of their dating- ^^^^"^ 
irtamps at 12 o'clock midnight, or after the leaving 
of the last train prior to that time. [See G. P. and 
T. A. Insti-uctiona.] 



20. All tictets must be entered on report of same ' 
date as date stamped on the back of the" ticket, ■ 
except those sold on Snnday, which will be entered 
on report of Monday following. 






21. Agents will be particular in reporting Pack- cme in mpmi 
age, Book and other styles of tickets, which allow of lioteti 
their being sold to ariy destinatimi, to enter the ^M 
destination of each ticket sold on both Daily and ^M 
Monthly Reports. ^| 

22. The indorsenu'nt on the Daily and Monthly i^oraingoui- 
Reports must be iilled up by the agent, showing the ' " 
number of passengers East and West. In doing so, 
be governed by station numbers on tariff sheet; from 
a lower number to a higher number is East, and 
from a higher to a lower ia West. Inward or back- 
trip tickets always count as toward your station, not 
from it. Each round-trip ticket counts as one East 
and one West, the amount to be divided East and 
West. Each sixty-trip commutation ticket counts 
as 30 East and 30 Weat, the amount to be divided 
East and West. Each thirty-trip commutation 
ticket coTints as 15 East and 15 West, the amount to 
be divided East and West. 



23. (a.) Whenever a notice of error in Daily ^ 
Ticket Report is sent to an agent, correction must 
be made on Ticket Report only, Statement of Account 
agreeing with Ticket Report after correction is made. 
Care must always be taken to correct the Ticket 
Book, by adding or deducting, so that the reports 
and book may agree. The notice oj efror mtist he 
I ret/wmed with the report on which the correctioTi, is tiwjAa. 



Sjmm'^ 4. Eater the number of Daily Statement 

Account on which collections are accounted for under '| 
head of " Remarks." 

"a 5. Baggage reports must be forwarded promptly. 

^ 6. Agents iitust be careful to punch correct ■ 
amount and excess weight when issuing excess-baggagt 

tickets. 

u^lunge '^- Agents receiving exceaa baggage will be i 
ticular to send in by first train all excess-baggaf 
tickets surrendered. 

fciaff" 8. Al! stations making "through" reports wilM 

CnKiggtige enter on such report the form and commencing 

number of all excess-baggage tickets, whether any 

have been issued or not. 



9, When an excese-baggage ticket is issued foiffl 
the transportation of a corpse, agent will take ng 
passage ticket nnd send it with Ticket Report and 4 
written statement giving number and destination 
of ticket held by passenger in charge, number ox 
one issued for the corpse, and also number of exce 
baggage ticket issued. Agent will also enter 
excess -baggage ticket the number and form of both 
i tickets. 



10. In case of military request covering trantf 
portation of excess baggage, issue an excess-baggas 
ticket, mark prepaid, and report as you do in ord; 
nary cases. Make out an expense bill for tli 
amount, and remit it to the Treasurer as cash. 



In case an error is made in punching 
s-baggage ticket, do not attempt to correct suefl 
ticket, but cancel it and issue another iu its plai 
writing the word " cancelled " across the ticket < 
which error was maile and sending it iu. 
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Remittances and Cash 



REMITTANCES AND CASH. 



1, (a.) Checks or drafts must not be taken except ] 
by consent of the Treasurer's office. i 

(6.) Cliecka or drafts which agents are authorized ' 
to take should be drawn to the order of the Southern 1 
Pacific Company. 

(c.) If agents are directed to accept any checks or i 
drafts, not so drawn, they must be indorsed by the ', 
parties presenting, and the agents remitting them. 

(d.) Agents will be held responsible for checks or | 
drafts taken contrary to these instructions. j 

(e.) Agents will be held responsible for counter- . 
feit and mutilated coin and currency taken or | 
remitted by them. ] 



2. Attention is called to the following rules of the < 
tlnited States Treasury and Post Office Depart- 
ments, in regard to drafts drawn by authorized 
officers : 

(a.) The name of the payee, as indorsed, must i 
correspond in spelling with that on the face of the 
draft. No guarantee of an indorsement, imperfect 
in itself, can be accepted. If the name of a payee, 
as written on the face of a draft, is spelled incor- 
rectly, the draft sliould be returned to the Treasurer 
of the United States for correction. * 

(b.) Indorsements by mark (X) must be witnessed 
by two persons who can write, giving their places 
of residence. 

(c.) Indorsements by executors, administrators, 
guardians, or other fiduciaries, must be accom- 
panied by certified copies, under seal of letters 



testamentery, letters of admiuistration, of guardifl 
ship, or ot}ier evidence of fiduciary character, i 
the case may be, 

(d.) Payees and indoraces must indorse by thcJ 
own hauda ; offieiala, ofBeially with full title ; firni 
the usual firm-signature by a member of the firJ 
not by a clerk or other person for the firm. 

(e.) Every indori^ement must be made by 
proper written (not printed) signature of the peraq 
whose indorBement is required. 

(/.) Under these rules agents may accept dn 
on the United States Treasurer or Assistant Trod 
urt'rs; and if the indorsements are not full and com _ 
pleto, and in accordance with the rules, the drafts 
will be returned and agents will be held respon- 
sible for the amount. 
fcw»r (g.) The necessity will be seen, therefore, of in- 

^ specting with the utmost care all such drafts offered 

before accepting them. 

3. Expense bills, remitted to the Treasurer's 
ofRce, must be signed by the agent remitting them, 
and bear certificate of consignee thai freight ha» 
been ri'ceived. [See rule 30, page 22.] 

4. Vouchers must be remitted in the same « 
dition as received by agent. Under no 
stances are any papers to be detached. They mai 
be signed by the party or parties in whose {swt 
made. 

5. All checks, drafts, and other papers remit 
as cash should bear the stamp of the station f 
which Ihev were remilted. 



6. All cash collected for this company, from wU 
ever source, must be sent direel to the Trej 
o9ic«, and the General Auditor notified of I 
reuiiUance. 



7. linger no conaideration should casli or fhecks 
be sent to May other department. 

S. (ft.) A special romittance should always he \ 
aecorapaniod by a tag, explaining what it is for. 
Never enter "special" on Remittance Tag of Station 
Account. 

(6.) The General Auditor must be notified of all ] 
I " special remittances." [Par. (d.), rule 8, page 11.] 

9. (a.) The aliipping tag on coin sack, the face of \ 
I the envelope, and the face of coin packages that are ' 

nt to the Treasurer's office, abould hear the name 
I of the Station, not the name of the agent. 

(6.) Currency, silver certificates and papers sent ' 
I in sack with the coin should be inclosed in an ' 
[ envelope or wrapped in paper, to protect them from 
I being worn or mutilated. 

(c.) When cash papers are remitted separate from I 
I the coin, the envelope or package containing them ' 
should have the date of remittance, to which they 
belong, marked on the face. 

10. A receipt must always be taken from Wells, j 
Fargo & Company, or from the party by whom sent 
for all cash and cash papers remitted to the Treas- 
urer's office. 






11. {a.) A Remittance Tag must be made out for femiit 
every day in the year, Sundays excepted. 

(ft.) Care should be exercised to have the numbers cuvia 
dates and amounts on Remittance Tags agree with ""' 
those on Daily Statements of Account upon which 
credit is taken. [See pars, (a.) and (6.), rule 20, 
page 18.] 

(c.) Particular care must be taken to have the 
money and papers remitted agree in kind and 

lounl with the items entered on Remittance Tag. 
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Tasstobe 
indofied with 
remittance. 

"No remit- 
tance" tag. 



Incloeing "no 
remittance" tag 
in unsealed 
envelope. 

Bemittances to 
be forwarded 
promptly. 



Treasurer's of- 
fice to be noti- 
fied when 
delayed. 



(d.) Remittance Tags must be inclosed with the 
remittance. 

(e.) When there is no remittance to make, agents 
must send to the Treasurer's office a " No Remit- 
tance " Tag, bearing same date and number as the 
Daily Statement of Account, which is sent to the 
General Auditor. 

(/.) The '*No Remittance'' Tags should be sent in 
an unsealed envelope to the Treasurer's oflBce. 

12. (a.) Remittances must be forwarded promptly. 
They must be sent at the same time that the Daily 
Statements of Account are sent to the General 
Auditor, or ahead of them when possible. [See pars, 
(d.), (e.) and (/.), rule 19, page 18.] 

(6.) It is not necessary to hold remittances at the 
end of each month, or at any other time, if reports 
do not balance. 

(c.) If for any reason a remittance is delayed, 
agents will immediately notify the Treasurer's 
office, by telegraph, of the cause of the delay. 
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INDEX. 



Large FigiireB denote Fagres ; Small FigrureB, Rules ; 
Letters, Paragraphe. 



CorpBctioQ pf Bli" 

Not to be made on GovemmeDt freight 56 T 

Not tote chftnged - 35* 

Not to beoombined with freight chargea laiSil^jOM 

Omitted on way-bill— how to treat ; 401* 

m CttASGEH Paid — 
Charges on freight ordered forwarded to another gtation, wajr-hiUed 

asttdTanees 10'" 

Entry in Cash Book 10 S «:— 10 T "-^ 

Entry in Station Accounts 5a._49S0-ffl 

Omitted ou way-bill^how to treat .-. ,.46H 

Rebilled from connecting road 1413* 

Storage or dcitmrrage way-billed as advance! 10'^ 

To be receipted for when paid oat , 4*u 

f'BAIANOE — 

Coah in 7*1 

Credit 7'P 

Debit 7»" 

From lOBt Btatemeut gad—esi— l2ISo~15"' 

Proving correutnegB of -- 1SM< 

Tb next fltatemant 7i„ ,„ r_i2iai^Ui4'^15H. 

Uncollected bills in 7 ^ V-r— 8 3 • 

What it coasiBts of 7^9 

When larger than usual 7 ^ "— 13is ■ 

IBaijncr Blottbe 8*» 

J Bills of Ladisq — 

Government 54^56 3-t-6-o_56 B-b_57 10—58 « 

To be taken up on payment of charges.. 25"' 

Treatment when there are "prepaid" beyond charges to refund. .36^—37* 

Marki to be reported 

Nnuibers of on way-hillB , 44 13— 53i» 

Ubs of by Bliiji^eja .,,. .,.. ■!■■ 
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Cabloads — 

Consignments from different consignors to same consignee 45 ^ 

Instructions in relation to 42 13—4313 

Cash Book — 

Balance daily 106« 

Credit entries gei torn 

Debit entries 9 6 e (o i 

Entry of charges on freight received and rebilled 10 T« 

Entry of amounts appearing on Statement of Settlement 14 Mi 

Entry of demurrage or storage on freight rebilled 107* 

Entry of money received and not debited in accounts '. 10 So-* 

How and when to be written up 965^ 

Striking a balance 10 6» 

To be ruled and neatly kept 21 * 

Cash on 9 and — 

Agents responsibility for 18 19/ 791« 

Balance 96e 

Balance daily 10 * « 12M 

Held for change 17 I9a-* 

Held to pay vouchers, advances, etc 17 l96-c 

How to remit when large amount on hand 18 I9d-H 

In excess of usual amount 7 2« 131S« 

Keeping Company's money by itself 1210 

Refunded 9 6i — 34 3 35s 

To be remitted daily 17 19« 

To be remitted to Treasurer's Office 80 6 81 ^ 

Cash Papers — 

To bear station stamp 80^ 

When in sack with coin 81 9&-e 

Charges to "Prepay Beyond" — 

Entry on Daily Freight Report 4921 

Entry on Statement of Settlement 13 13 d — 354 

Entry in Station Account Book 52* 

General instructions relating to 36 4 — 334 

How to obtain credit for amounts refunded 14 13 * — 19 20/ — 304 

Charters of Engines and Passenger Cars Il9d 

Checks — See Drafts 79 W 

Circulars 20^^ 

Cleanliness of Office and Surroundings 21 266 

C. O. D. ON Baggage for Fare 2229 

Combinations of Safes 23 3S 

Communications — 

From Agents 20S3a 

From General Office 20«J 
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Com mun ications — Contin ued . 

From Treasurer's Office . .'. 202Sc 

Relating to Freight Accounts 52 26 

Company Freight — 

Entry on Tonnage Report (A; 15) . . 16 W« 

How to bill and mark 52 27 

Company's Funds — See Cash on Hand. 

f 
Comparison of Reports 21 25a — 5225 

Corpse Transportation . . .' 72^ 

Correspondence — See Communications. 

Coupon Ticket Reports— 

Foreign 65 26-c 

Local 662a-c 

Daily Freight Report (F. 33) — See Freight Report. - 

Daily Statement of Account (A. 1)— See Statement of Account 
(A. 1) Daily. 

Daily Statement of Settlement — See Statement of Settlement, 
Daily. 

Daily Ticket Report — See Ticket Rf-port, Daily. 

Demurrage — 

Accrued and way-billed as advances paid 107 & 

Collection of 119c 

Entry in Cash Book 96d-e_ii9c 

Entry in Station Account Book 62 » — 11 9 « 

Drafts — 

Agents responsibility for i 79 1 <* 

Government 79 2 

How to be drawn 79 1 & 

Indorsement 79 1 c — 792a to e 

Not to be taken except by consent 79 1 « 

Errors, Correction of — 

. Daily Freight Report 5021—5122-23 

Daily Statement of Account 2024—21 24 

Daily Ticket Report , 6923 a— 70236— 71 30 

Station Account Book 62i~397 

Way-bills. .6 2i- 33 1-2—33 2—34 2-3_35 3-4-36 4—37 4_38 5-6—39 ft-T— 41 n 

Excess Baggage Collections — 

Entry in Cash Book 9^0 

Entry in Station Account Book 62/--82*- 
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Excess Baggage Reports — ' 

Blank book for keeping record of tickets issued 8*' 

Commencing numbers tickets 71 5— 72' 

Copy of monthly to be kept 16^ 

Dating tickets 72' 

Entering tickets in detail 71' 

Form of tickets to be shown 72" 

Noting number of daily statements <m which collections reported 72< 

To be forwarded promptly 725 

When and how to make 6 2/— 71 ^ 

Excess Baggage Tickets — 

Care in punching 72' 

For corpse transportation 72* 

For military baggage 72M 

Punched in error 72U 

Reporting. 62/— 82 «— 71 2-3— 72« 

Surrendered 72? 

Expense Bills — 

Company 8 2 «_l3i5{r— 22»* 

Entry in Cash Book 96« 

For C. 0. D. baggage 22»« 

For Government freiglit 57^ 

For military baggage 72 W 

For prepaid charges 2538; 

How to make out, sign, etc 24 38—25 38—26 3S— 33 1__57 U 

In balance 72«rr— 82« 

Instructions relating to use and care of 2433 — 33 1 

P. I. Co. and S. D. Co 82«— IS"* 

Remitted 22»— 80' 

Remitted account prepaid beyond 14 13 k — 1920/ — 36* 

Requisition for 23^^ 

Sent in for vouchers lO*' 

Uncollected 72«— 82* 

Fire, Whom to Notify in Event of 233* 

Freight — 

At *• Owner's Risk " 47" 

Damaged, sale of, etc 119& 

Described as merchandise 4513 

Forwarded 42 13 

Government 54 1 to 58 15 

On hand 1515 

Over 1515 c — 4111 

Rebilled free, etc - 14"* 

Rebilled with accrued charges 107 a-ft 



KeueWed 331 

ShortreoeiTeii 342 

Uncloimed . ISiSc 

Way-billed in em.f 40W 

Way-billed wbore weiglit uiid charges have goue forward or 

aretofollow 46U 

^TaKiGHT Chabgks— 

Bntry of 5^'— 1211'' 

t^uwuntesd 47" 

Minimum 44 w 

Not to be uQiuliined with advances 13 12 ■'—5032 

Prepaid 5l«— 45H_4fl»nn_5lSS 

Prepaid not to be changed 3S* 

SepBiatioii of 45'3 

'mhiEt FofiwARDBD. . , 5 s '—9 5^2 1»— 4.'i »— 46 15—47 "—48 iS-^9 m— 52 27 

tTBEIOHT FOBWAKDEU BOOK 1)6 43 1" 

I^^REIOHT RECBIVBD — 

Advance uliarges not to bo chauged 35 ^ 

Entry o! way-billa in fltation aotouiita 53'— 397-S— 493" 

Examination and correation o( way-bills 33l-3_34a-3— agin 

EKpenae bilia for cborgeH 2538 *^33i 

Erom EtationH without Agents 40 ^ 

In excess of way-bill : 41 n 

Instructions regarding way-bills received.. 3311 to 41 u 

Money received to apply 35 ^ 

Pasting way-billB 41 13 

Prejiaid ohorges not to be changed 35* 

Prspayinenta in excess of proper charges 36*— 37* 

Way-bill board — propar use of 41 W 

Way-billed in error 40 lt> 

Way-bills mada void 38 »■ 

r Repoets (F. 331— Daily— 

Amounts on Statement of Settlement 14 13 A-J 

Copying in Tissue Station Account Book S* 

Closing, verifying and forwarding 82 M 

Correction of errors 33 > to 39 (^ — U"— 50«-m— SIM 

Entries to agree with those in Station Account Book 39' 

How and when to make 3S 7-»— 49 11—50 al-M— SI si 

Numbering , , .,.51** 

System in making 5i» 

leuse bUl f or IB » u 

Received billed with charges 343 
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Statement of Settlement (M. 81), Daily 12 M — 13U 

Amounts debited in accounts and rebilled free, etc 1413H 

Balances due from or to connecting roads 1313<-/^ 

Copying of , .83 

Credit and debit entries 13 13 c-d — 1413 ik-i 

Entries, account of charges to prepay beyond 13 13 d — 1413* 

Entries to pass through Cash Book 1413 1 

Separate statement for each connecting roa<i 1313& 

When and how to forward 16 18 &-« 

Station Account Book — 

Accounting for storage, etc., accrued on freight ordered to another 

station 107 » 

Balance Blotter gSs 

Balance, credit 7 2p 

Balance, debit 720 

Balance from last statement 52 d 62 1 

Balance, of what it consists 729 

Balance to next statement 72 n-t^-p-q-r 

Cash in balance 72« 

Cash on hand in excess of usual amount 72* 

Entry of amounts from Statement of Settlement « . . . I313/-0 

Entry of C. O. D. baggage taken for fare 22® 

Entry of excess baggage tickfets q S/-t» 

Entry of miscellaneous receipts or earnings 62 i 1 1 9 c-d-* 

Entry of remittance 52< 

Entry of ticket sales 52 « 

Entry of way-bills received and forwarded 

52e-_95r_331_397-&_49aH21__5i J2__52» 

Errors, correction of 62 j — 20 24 2I 24 

Errors in remittances, correction of 18 20 e-d-e 

First entries 52d 

How to account for charters of engines, etc 11 9 d-e 

How to be kept 52 a-b-e 

Miscellaneous column, when to be used gs< 

Noting amounts of Co., P. I. Co. and S. D. Co. expense bills in 

balance g2< 

Noting reasons when balance is larger than usual -..,.72» 

Tissue 8 3 

To be ruled and neatly kept 21 26 a 

Total credit 62 » 

Total debit 62< 

Uncollected bills in balance 72 q-r 8* * 

What balance consists of 72 « 
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Storage — 

Accounting for 62i— 96rf-e— 119 c 

Accrued on freight ordered to another station 10 7 & 

Collection of 1 1 9 « 

Tickets — ' 

Cancelled 7025-26—7211 

Dating 6817—726 

Examination and counting of 66 7 

Excess baggage 62/-»_712-3— 726-7-S-9-10-11 

Half fare 6710-12-13 

Lost or stolen 67 ^ 

Military 6816 

Package 6921—7024 

Punched in error 67 14—72 n 

Punching • 6710-11-12-14—7024—726-11 

Redeeming 70 25 

Reporting 65 1-2—66 4-3-6-8—67 12-13—68 16—69 20-21 

Returned to General Office 7028 

Stamping 67 10—6817-18—6919—7025 

Ticket Book — 

Account of sales in '. 8 4 — 664 a 

An exact copy of Ticket Report 66 ^ 

Ticket Stamp — See Stamp Ticket. 

Ticket Report, Daily — 

Accounting for sales 62 i — 9 6 / 

Cancelling tickets 7025-26 

Closing numbers of tickets 66 6 

Commencing numbers of tickets 66 6 

Copying in tissue Station Account Book 83 

Errors, correction of 6923 a— 70 23 6—71 30 

How and when to forward 65 3 o 

How and when to make 65 1 

How to report half -fare tickets 67 13 

Indorsement of 6922—70 23 h 

Pinning inclosures to reports 70 26 

Reporting military tickets 68 16 

Reporting package tickets 69 21 

Reporting tickets having destination punched 70 24 

Tickets to be reported in consecutive order 66 8 

Tickets to be reported soon as received 70 27 

Tickets sold at special rates 68 15 

Ticket Report, Monthly — 

Care in making 71 29 

Copy of 16" 

Foreign coupon 65 2 &-c 
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